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Deputy Comptroller ﬂF[~
5 Ly 1z

Leting Yansgement Officer

Office of Comptroller Reports Mgnsgement Progrew.

1. Ve consider the institution of & reports mensgement progrsm
to be a highly desireble step. There is no doubt thet uncontrolled
reporting leads to duplicetion, preparetion of inadequate materisl,
and the contimed preparztion of reports for whieh the need hee ceszsed
to exist.

2» Paragraph 6 of the memorandum proposed to be issued by the
Comptroller to prescribe the progrem provides thet there shell he no
renort control symbol eseigned to approved reports. %We recommand that
such symbols be asrigned and cerried on 811 approved reporte. There
wlll then be no question in the minds of reviewing officiale a8 %o the
fact that the report is or is not approved. In addition there is of
course, the matter of econtrolling the prorrem and the reports eontrol
syntol 1 protarly the best reans to seconplish this,

3+ We have reviewed the booklet proposed to be issued as 2
Reports Mansgement Program Cuide for the Office of the Comptroller snd
find it extremely difficult te read snd understend. Ve recommend that
it be reorganized into a simpler format expressing clearly end cone
elsely the actual procedure to be established in the 0. The following
specific commente are made:

g« Throughout the procedure reference is wade to Hoperge
ting personnel®. It ig not clear whether the term meens {1)
thoee erployeces who actuslly corpile reports, (2) those employees
who have immediate responsibility Ffor reports orepared or re=
quired a% section or branch level, or (3) Chiefe of Staffs and
Tivieions where revorts are prepared or required.

be Heither foms T-1, 2, and 3, nor the procedurc provides
for approvel of snelyses or requésts by the Chief of the Staff
or Division concerned. On form T-3, Request for Approvel of a
dew or Revised Neporting Beguiremant, only the nome snd loecstion
of the "person to be comtacted® provides informetion as to the
component gubmitting the request. If the chief 07 & 5tafl or
Mvision is to heve adequete control of his activity, the
analysis forms {T~1 and 2) and the request form {Te3) should
e submitied throush him,
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¢« The procedure provides for approval {urnder certaln
conditiona) ef reports other then those used entirely within
s component of the OC by the Eaporte Eeviow Panel. The ususl
function of 2 board, committee, or panel is $o adviee and
recommend action to the officisl to whom 1t is resconsible,.
The procedures indlcates Fanel actions ss folloust

(1) Section 1Y, Tnstslling the Progrom, Pavseravh 1l-c.

This indicetes thet the Panel's action congtie
tutes approval if unenimous. If not unsnimous, the Deputy
Comrbroller apnioves.

(?) BSection TT, Installing the "rogrem, Peragraph 2-d-(2).

Indieates that Panel recommendatione on reporie
raruired Tor submlssion outside the O ghall be developod
for signsture of the Corptroller.

(3) Section III, Opersting the Progrem, Parspgreph lec.

Provides for "snel to "approve directivss" covere
ing new or revised requiremente.

(k) Seetion IIT, Operating the Program, Parsgreph 3=d={2).

Indicates the Panels review constiiutes approval
if unenimous. If not unenimous, the Deputy Comptroller
BDDTOVES e

{5) Seection T.I, Opersting the Program, Tarsyraoh L-d=(2).

Provides with respect to resppreissl thst recom-
mendations on reporis prepatved for subidasion outaside the
Of. be for the signature of the Tomptroller.

toparently 1t is intended that the Panel shall, with .
respect Lo reports other than those used entirely within a Steff
or JMvision, approve or reconmend as follows:

The FPanel shall orepare an approprisie recommendse
tion whare the report 18 reguirsd for submisgion outside
the OC and submdt it to the Comptroller for approval.

The Panel is auwthorized to approve 21l other revorts
by unanimous sgreement awong the voting wmembers.
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Wheres the Panel is not in unsnimous spreemont,
the report shall be referred to Lhe Deputy Compbroller
for approvale

These seem to be the actions preposed for the Yanel
regardlass of wnether 14 ig during installetion of Lhe DYOEYEn,
operation of the program, or reappraisal of the reports. If this
is cerrect it is onviously possitle to eliminate four of the five
references Lo this type of Panel asction in the procedarea.

rowever, conditions necessitating ersetion of a Fanel Lo
review existing or proposed reporte are not spparent from Lhe
maberial furnished. Since most of the reports reguired or pree
pered by the OC 5117 be of &n sccounbing nature, 1t would te
avpropriste for the staffwork reg-ired to be parforsed by the
Pochnicsl ‘ccoimting 5teff.

Aecordingly, we recomrend that the Panel be sliminated.
if a Ponel is to be sstavlished we recommend that 1t be an ad-
vigory body and thet 211 sporovels be mede hy the Cowptroller or
Depuly Comptroller.

de fection Ti=2-b is @ guide for snelysing roporte as is
Appendix B. The materdel in Section 1T lsrpely duplicctes
ropendix ¥ excepl thet it is so written os to refor to g review
of existing reports. The two could be combined into a single
puldes

ee In Seetion IT=P=e-(6} we sugpest change to nat savings
by teking into eccount eny poseible sdditions resulting from the
revio.

fo GSection 1II-2-b "recommends® use of 5 x 8 or 3 x % cards.
Since this isgusnce is imbanded teo pregerive a procedure, %
should specify the card to be used. Seme comment aprlles o
TTImd=g and in addition, this paregreph steles that the fres
Fecords UTFicer “may desire” to wainteln en alphabetical index.
& decigion should be reached on this matter sad the nrocedure Bo
writtan.

L. Tnhe following comsents are mede with respect to the Appendices.

ae lnrm T=1, Heguired Fevorts Anslvels “heet. Joes not
nrovide information 2& to the feeney components required to submit
the reporte Ghould provide for surmission throwgh the Chisef of
the Ctaff or Jivision submitting the raport since he may nol airee
with statemonks snd opinions snbmitted by the person snelysing
the reporb.
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be Form T-2, Prepared Fepcrte “nelysis fheet. Suggest item
), ba set up in sane menner as item 5 on Form 1-1. Sugpest adding
to item 9h the following:

Tf znswer is "yes" state reason.

tleo, should be submitted through Chiefl of SLalT or Division as
stated in "a" above.

ce Form T=-3, Fequest for Approval of = kew of Revised
Reporting Requirement, OSee comment in 3b above.

ds fopendices ¥ and G, Form Memos Th and 5. These sre ro-
cuests Tor snalvsie of reports. In one case 1t ls for "“working
level" snalysis, apparently to be gent both within and outside
the C, gnd the other is for *re-svalustion® of reports, slse
amarently to be sent both within and outside the OC. Form Th
conterplates the enclosurs of some kind of analysis form (prot=-
2bly T-1 or ?) and Porm T=5 %as the analysis Torm printed on the
reverge. From the poink of view of the reciplent of the roquest
here will be little difference bvetween z request for working
Jevel anelysis and re-avaluation and the use of twoe “ormz ‘or what is
basically the same purpose will be somewhst confusing.

2e It iz suegested that from 211 these forms thors be axe
oiuded guch expressions as zre contained in the followlny itemss

Form T-1, Ttem 2, "Your accurste appraigal ~---etc
o Bt o eI

0 s s o O »

Form T-2, Item 3., This instructe the recipient to
be *thorough™ in snalyisy to "noi hesitate” to vecomvend;
argd invites "frenk® constructive criticimm.

Ttem hs Refers to "accuraste” appraissl.
Yitem 10. C2lls for *frank® appreissl.
Form Memo T=5, (heck), Item 2i. Again csils for

“frank" appreisel and goes on to say "Your opinion will
bear conglidersble weight'.

It iz doubtful that apprilssl will be improved by requests
for "acourate®™ and "frenk™ appraisels. fz & matier of fect, an
invitation for “"frank" commonts mipht easily lesd to the submission
of rnersenal opiniens which represont a private rather than an
offieial point of view,
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The statement about an opinion hesring considersble
weirht would be gltogether vut of plsce where & component's
interest in & report is ohviously minor.

5, To sum-arise, we recormend thalt
5. 4 reports managemont progrem be established.
e Froviglon be mede Tor reports control sypbols.

ce The procedure be revised into 2 simpleor Tormst and wrlitten
in the third person.

de Clarificstion be wede s to reporting levels {opersting
personnel e

s, Trovision be mede for spproval of Staff and HAvision
chdefs on Torms emannbing from thelr components.

f. The proposed Feview Panel te elimineted or, if this
recommendation is not approved, then esteblishment of ithe Hewiow
Panel se an sdvisory bedy.

ge Provision be made for approvel by the Compireller or
Deputy Comptroller except for reports for ase entirely within &
cowponent.

ne Consolidebion of the uide for Anelysing leports inte
one document.

i. Certain minor procedursl determinations be made {see
3f zhove).

je Certsin minor chamyes be made in the Forms (see Lk z2tove).

25X1

MIS/JHPs Jmf (1 Februsry 195L)
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